Sample Cover Letter to a Retained Recruiter


 

YOUR NAME
111 Street Address • City, ST 11111
Phone 111-222-3333 • E-mail your.name@umich.edu
May 1, 20XX
Pat Smith
Smith Executive Search
1111 Broadway
Chicago, IL 55555
Dear Ms. Smith, 
If you have a client seeking a brand strategist with a reputation for results, I can deliver.  With a career in marketing spanning the globe, I have successfully created higher levels of brand awareness in firms such as Federal Express, Sony, SBC, and Motorola, to name a few.  

Some of my achievements include:
· Formulating winning brand strategies through first-of-their-kind advertising and public relations campaigns.  

· Utilizing social networking vehicles, such as Twitter and Facebook to build industry-leading brand awareness.

· Developing an award-winning marketing organization through balancing coaching and mentoring team members with empowering creative talent to uncover best-in-class solutions. 
Regarding roles I could fill, I have provided value as a marketing consultant at a venture capital firm, brand strategist and director of marketing for a global technology company, senior manager in a mid-sized telecommunications company, and  marketing and public relations director for a shipping company, among others.  

In terms of geography, I’m targeting Chicago and the Midwest, but I would certainly consider other options, if the right opportunity presented itself.  [Optional:] Salary-wise, I would be looking for something in the $220K to $250K range, including cash compensation and incentives.  
I would greatly appreciate spending a few minutes with you discussing how my qualifications meet the needs of one of your client organizations.  Also, I have many C-level contacts in the industry, and would be glad to refer you to other highly qualified candidates.  Please contact me at your convenience at 111.222.3333, or via email at yourname@umich.edu.  

Sincerely, 

Your Name
